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MENORAN DUN 8 July 1947
™ :+ Chief, Personnel Idvision

Att: Hr.| | 25X1A9A
FROM : Asaistant Chief, Finance Division
3UBJECT: Zatablishment of the Position of Adminis-

trative Officer at | | 25X1A7B

As a result of the conference of interested offiolials held

on 7 July 1947, and in response to your verbal request, I wish to

briefly outline the duties und responsibilities which will be re-

quired of the incumbents of the positions of Administrative Officer
25X1A7Bat each of the[ ] installations involved. The following sum-

mary of duties and responsibilities is exclusive of those which more

direotly involve activities pertinent to the Personnel and 3ervices

Jivialons,

Under the genersl supervision of the Chief of Mission and in
response to the technical direction of the officials of the Finance
Mvision, Washington, L. C., the Administrative Officer will perform
the following:

1. LUireot the preparation of payrolles and the maintenance of
ralated records applicable to both .ivil Service and native persounnel.

2. Jasus civilian travel authoriszations and transportation re-
yuests and where necessary, ococordinate with appllioable military offi-
cials and maintain pertinesnt acoountability reocords.

3. HMaintain time and attendancs reports, leave records, night
and overtime work reports and meke payments nnd/br reports in acocor=-
dance with direotives from the Finance Division, Washington, D. C.,
Civil service regulations, Comptroller General [ecisions snd applicable
laws and statutes.

4, Dxamine snd oertify iun accordance with Publie Law S&9 all
vouchera and assoociated docunents covering payments to employees for
living and guarters allowauces, reimbursements to vendors and contrectors,
and reanilttances furnished to mgencies of foreign governments in acoor=-
dance witn written agreements between such agenoies and CIG.
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£E. Effeoct adjustments and gollectiona and schedule remittances
to the Disbursing Officer and submit appropriate reports to the Finance
Livigion with reaspect to such transactlons.

Ue Puriien explanations s reguested apnd justifications to
tae Washington Finance Division in order that guestions presented by
audit representatives of the fUeneral Accounting (Office may ba satis-
factorily answered.

7. Sechedule and process in ascordance with agency requirewants,
Troasury Uspartment regulations, and the instructions of the local Dis~
bursing Officer, all sccounts involving funda appropriated and/or availe
abie Lo CIG.

8e Handle all petty oash transsetions in secordance with Ganersl
aecounting Uffice regulations and instructions iasued by the appropriate
administrative diviasions of {Iu in washington.

Yo Perfurm on bhis own initiative the necesssry f{iscal functious
t0 pormit compllisnce with local laws and custous and fursoishi the Wash-
inglon Finance Livielon with all necessary inlormation to permit proper
post audit of all spplioable accounts.

10. wsintain obligation register by objects of expenditurs, in-
ciuding a current record of cash expenditures for the purpose of con-
trolling funds in scoordance with both allotments and trensfers initiated
oy the #Hashin;ton Flnanuce iLivision, and submit & request for ravisions in
ailotuents of rfunise or transflers of oash to meet current and future needs.

11. Prepare and submit on behalf of the fleld installation through
the nlef of kisslon, quarterly and snnual budgetary requirsments and
ali explanations or justifications thereflor.

lé. Prepare and furnisn the Wasnington Flnance [ivision with
current and projected obligations by objests for all items of reiaburse-
ment under the provisions of Letter AGD=400 end other financial trans-
sotions with U.3. Government agercies which may be ulitimately handled on
a ralamcursexent basis by the central offloes in #asalogton, 4. C.

13. wmintain 'iscal limisoa with the Chief Lisbursing ufficer,
offiecinin of the Amerlcan iambassy and other U.i. Jovernment spencies to
the extent that consistent procedures and prectices will be followed by
all Governmaent finance representatives in the area, and furnish the ¥inance
Pivislion, wasnington, L. C. witih appropriste regommendations or sugges-
tiona regarding such procedures and practices.
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14. Prepare for the cuncurrence of ths Chief of iission,
and submission to the Washington 0ffice for f£inal approval, schedules
pertaining to quarters deduotions, transportation of native employees
to mest special loor] requirements and other needs of a technical or
special nature affewoting the Wission's financial transactions.

16. Develop special flsocal methods, systens and procedures as
looal oonditions may require for the approwal of the Chief of uiseion,
and the soncurrence, where necessar;, of the Finance Division, Washing-
ton, Us Co This will include the installation of prooedures in respect
to requests from the Finarce Division to meset security requirewmerts or
adaptation to processes whioh have been worked out in coordination with
the Treasury Departament and the General Acscounting Office.

The alove sumary of responsibilities and functions applicable
%o those in an adninistrative josition &t | installations, does 25X1A7b
not inoclude numerous adainlestrative duties which would be required of the
inoumbert, including tinose agplicable to proourement, gontracting, trans-
portution, hiring of personnel, transfers of official station, eto.,
which are more appropriately sctivitles pertaininy to the Services and Per-
sonnel Uivisione. It iz also articipated that this individual would per-
form many other administrative activities under the general dirsotion of
the Chief of liission, ineluding ocontacta with officials of other U. dH.
Agencies and representetives of forsisn govornments.

CeC.
Mr. Finance Division
25X1A9a¥kr.
25X1A94 ’

ces
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